Macromedia Contribute Instructions for Writers

Draft Instructions

Provided by ITSD-DNR Web Section Staff
Updated May 11, 2006

To use Macromedia Contribute, a connection "key" will be sent to you as an attachment through e-mail
by the Web section staff. By double clicking the attachment, the connection "key" will generate your
Contribute Web access connection. Please fill in the blanks similar to what is in the screen below. The
password should have been given to you through e-mail or verbally from one of the Web section staff.
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There are a few Web techniques that maintainers no longer have access to. They are creating
and editing forms, creating and editing image maps and inserting a Server Side Include. An
image map is a graphic with links/hot spots on it that load another page/file. To have these files
edited or created contact Web section staff.



When you open Contribute you will see the following screen. The second large white space on the
screen is where Web section staff will post updates or notices for all maintainers to read.
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You can click on the department name in blue to begin browsing the department’s Web site. By default
your connection “key” will have configured Contribute to begin browsing your program or division Web
area. You are browsing the live Web site.

While you are browsing the Web site within Contribute, if you click on a link that opens in a new window
the new link/page will open in Internet Explorer instead of Contribute. If you want to edit the linked file
you can copy the address bar from within Internet Explorer and go back into Contribute and paste the
address in the Contribute address bar.



Once you are browsing the Web site you will see the screen below which is similar to what you see in
Internet Explorer. Some of the options seen in the graphic below have been turned off for your
convenience. You should, however, pay attention to the icons in the two rows above the department
banner.
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For individuals that are reviewers you will see the Publish icon as seen in the screen above.
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From both of the screens above, you will notice in the top left corner there is a section called Draft

maintainers, you will see the Edit

Console, it is titled Pages in the top left corner. In this area you will see pages waiting for you to review

or pages you have in draft waiting to be worked on. You can close the two gray “windows” that are the
Pages and How do ... by clicking on the little left arrow in the middle of the screen between the gray
“windows” and the Web page displayed in the above screen in the red circle.
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A writer or reviewer can copy and paste text from Microsoft Word. When doing so you used to
have to run the Commands/Cleanup HTML but in Contribute the text and HTML code comes over
clean without any of the old <font> or <div> tags.

e T While in Edit you can insert icons,
: buttons or graphics from our Shared
Assets in the /shared folder.
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Or you can use the Image icon towards the top of the Contribute Screen.
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Link - | Menu bar, as show in the screen to the left.

Il he : While inserting the graphic/photo you will be prompted to type in

Flash the Alternate Text. This is an ADA accessibility standard that all

Movie 3 .

Sitenta U state Web sites, we have to use Alternate Text so a screen
reader will “read” the graphic to a visually impaired person.
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This description is used by tools that read web pages to people with visual disabilities.
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Once the graphic is inserted, you can hover your mouse over it and use the right-mouse click to bring up
the Image Properties as shown above.



You can also insert a hyperlink. This is similar to Dreamweaver but with a few options. From the Menu
bar select Insert then Link, then choose any of the three options show in the screen below.
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If you have updated a PDF, Word of Excel file that is already on the Web server, there is no need to
follow the “Link to File on My Computer” option. Simply place the updated (already linked to file) into
the UPLOAD drive \\n-nr64f\noc-upload$, under the appropriate folder. Next e-mail a Web section
staff person to move the updated PDF, Word or Excel file to the Web server. You can also e-mail any
updated PDF, Word or Excel file to a Web section staff person for uploading.



If you click Insert then Link you will see the screen be

Pages, Create New Page (not recommended) and Browse to Web Page. The most reliable is Browse

to Web Page.

low which shows the options Draft and Recent
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You can also insert a named anchor, otherwise
known as a bookmark. Click Insert then Section
Anchor and fill in the blank with a short word for the
anchor. There shouldn’t be any spaces in the
anchor name.

To add a link to a Section Anchor, highlight what
text you want linked then click Insert then Link then
Drafts and Recent Pages and select the page that
has the section anchor or Browse to the page on
the Web. Once there, click the Advanced button at
the bottom and a few more blanks appear. In the
blank titled Section anchor: click the down arrow and
the named anchors appear. Highlight the anchor
wanted then click OK.
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To insert tables, from the Menu bar
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Table
Select Table ChrT Once the table is inserted, or if you need to edit an existing table you
Insert » | can click in the table then click Table then Format Table or you can
Delete » | right-mouse click while hovering over the table.
Merge Cells [ g et |
Spiit Cell. . Chrl+alE+S
§§t Table...
Table Properties. .. Chel+3hifE+T
Table Cell Propetties. ..

Once in Format Table you see the screen below. You have numerous selections for color coding your
table with our department color theme.

Sample:

SimpleB lue Jim Sue Pat Total
Simplek haki P Jan 4 4 3 1
SimpleGresn v

SimpleGrey 88 Feb 2 2 4 &

AR ows:Blustiwhite &l Mar 4 1 5 10

Apr 5 3 1 9
Total 15 10 13 38

AltRows: ite:
AltRows: Greyiwhie
AltRows GreyiBue

AltRows: GreykGreen LI

AR ows: Greentiwhite -
i

You can also perform a right-mouse click on text inside a table which will bring up options for inserting a
column, row, or (what | prefer) multiple column or rows.
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Edit Image

Edit Image i External Application

Table Properties. ..
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Page Properti

Page Properties
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To change Page Title, select Format then Page Properties
from the Menu bar.

To change the Meta Tag Keywords or Meta Tag Description,
select Format then Keywords and Description from the Menu
bar. If your Template has been set so this cannot be changed,
please contact someone on the Web section staff so we can
edit your Template.

Ap
“ALinks
Headings

| Missouri Department of Matural Resources

Once in Page Properties you can/must edit the Page Title which should be similar to the heading on
your HTML page. However, all page titles must have MoDNR somewhere in the title, preferably as

the first part.



All maintainers can create new pages from a Dreamweaver Template. To create a new page, select
File then New Page from the Menu bar. The Template allowed for your program or division use will
display. Select the Template, fill in the Page Title then click OK. You won'’t be asked to give the new
page a file name until after you click Send for Review. You will be prompted accordingly.

Create new page for: Preview:

Bt

Templates -] i
apcp_template
apcp_wide_template
agmwide_template
anqr_template
daswide_template
das_template
dgls-template
dalswidz_templake
dnrmain_template
dnrwide_template
ean_template

EIER Atemplate e
energy_template
env_template
esp_template
geowide_template
gen_template
huwpwide_template
hwp_template
Irpwide_ternplate
Irp_template

i

PP EEE DD DD

Create a blank page in thiz website.

lspwide_template
Isp template ;I Page title: | <Enter Title=
Help | Refresh Templates | Ok I Cancel

Displaying the Left Column for Navigation

Previously, when creating new pages you had a default and a wide template format, both options would
display. A new feature was added that allows both layout formats to use one template and allow you to
switch between layout formats. Only the default template is displayed for selection. When creating a
new page the default template layout with navigation bar on the left side will display and a " template
properties " banner will appear at the top of the page in light yellow that will allow you to choose to show
the navleft or not. See the screen print below.

F

[jﬂl Publish | 512 Send for Review | <3| Save for Later | 3¢ Cancell | = . Link

INl:urmaI jl.ﬁ.rial jllﬂ j B 7 |[§]

(@ some items on this page can only be edited by setting kemplate properties,

1
Z

|
‘ Missouri Department of
E0 Natural Resources

To use the default template layout, no action is necessary. Just add your information.
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To set the page with wide display, select the template properties at the top of the page. You are given
an option to show the navleft or not.

i
| Template Properties b4 |
i

Narne [ walue |
navleft krue

¥ Show naviett

Help | ] I Cancel Apply

By default, the "Show navleft" box will be checked and the navigational column will appear on the left
side of the page.

Template Properties X |

Mame [Walue |
navleft False

| E-Si‘rmv-na‘v-‘leﬂg

Help | 0k, I Cancel Apply

Uncheck the "Show navleft" box and click OK and the wide display format will be used.
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Heading

: Mow is the time for all good men to come to the aid of their country

Draft Console 0

wHowDo ...

b Get started Department of Matural Resources 3614837 1 (573) 7513443

P. 0. Box 176, Jetterson City, MO 65102 E-mil. cantacti@enr ma gav

P Aod & page to my website - Revized on
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b hodify @ web page
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BN
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All new pages created in Contribute will have the option to switch from the default to wide format and
vice versa.
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Text options can be changed by using the Styles provided by the Web section staff within the
Cascading Style Sheet (css_maindnr.css). They are available by clicking on the down arrow in the
second row of icons at the top of the page. You can see the styles from the screen below.

& Macromedia Contribute - [MoDNR Water Protection Program {index.html*}]

FiIWBoUMar& Insert Format Table Help

I =3

'[’w Publish | ‘; end for Review | “H]| Save far Later ‘ b4 Cancel]

-@  Link v Image [=Z| Table =} Table Row DD Table Column

'{j Page Properties

Heading x|
iy

1
H

Sl =Bz |s===

Eiz*==+==|.&.z

barner
i

H3Blue
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H3Gray

H3Green
h3linkblue
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H4Gray
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menu

navleft
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e

pctf-red
program

small
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Heading 1

Heading 2
Heading 3 |

Heading 4

Heading 5
Heading &

| Rename Style. ..

Mormal =

egulations MO Environmental News Monitoring  Other Sites  Remediation

Dont let the new name throw you. Ye're still dedicated to our mission of protecting the environment.
¥ou can rest assured that some things will never change. But, we've done some streamlining and re- &
arganizing in the hopes of being able to serve you better. YWe wanted our program, its branches and
sections to be mare user-fiendly to both the general public and our regulated communities. That's why :
we decided to combine the Water Pollution Control Program and the Public Drinking Water Program
into the Water Protection Program.

EThe name change is actually mare descriptive of what we do here. And, the re-organization is a natural
next step in our efforts to become mare efficient in the way we do business. We expect the name
thanges will make it easier for you to find the information you need as well.

S, once again, welcome to the Water Protection Program. Our goal is to keep you infarmed about 1he§
status of water quality throughout the state. You'll find current information regarding watershed :
management and monitoring, laws, rules, standards, financial assistance opportunities, permits and
snginesring, and compliance and enforcement for all of our Public Drinking “Water and Water Pallution
Contro] efforts and more :

: * Information and Education
= Commissions & Boards = Map Gallery

= Clean Yater Commission » Fublic Naotices

= Safe Drinking VWater » Related Links
Commigsion » Rules and Regulations

= Water Quality Coordinating = Rules In Development
Committee = Sewices and Contacts

: » Annuzl Compliance Reports » Clean Water State Revolving Fund :
= Certified Labs = Drinking Yater State Revalving Fund
= Chernical Analyses i
= Microbiological Analyses
= Chronic Violaters
= Current Boil Orders g

Water Pollution Contral Branch

We have added two Styles to your choices. They are photoleft and photoright. After inserting a
picture/graphic you can left or right align it then text will flow around it. To do that click on the photo then
click Format then Style and select either photoleft or photoright from the list. This is new from what we
used to do by inserting a table, aligning it then inserting the photo inside the table. This should help all

maintainers.

Two useful tools in Contribute that were also available in Dreamweaver are Insert — Special
Characters and Format — Check Spelling.

A standard for e-mail links in MODNR Web pages is to encode the e-mail address to minimize SPAM to
department staff. To encode an e-mail address go to http://www.wbwip.com/wbw/emailencoder.html
and type in the address such as debbie.boeckman@dnr.mo.gov in the first blank then click encode.
Now copy the code from this page and go back into Contribute and follow the steps to add the link by
clicking on the Link icon then E-mail Address and in the HREF (second blank) type mailto: then paste
the code. The first blank will fill in automatically.
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Once a Web maintainer, who is a program or division Writer, is ready to publish your new or edited file,
you send your Contribute file to your Division Information Officer for Review. Please fill in the
description of what you changed to help with review. Also, you can click the Notify Recipients Through
e-mail box to send an e-mail notification so your Reviewer is aware of documents needing review.
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Send for Review
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' Send the draft to another Contribute user: 0
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2 aliimajat J
2, Candace Bias
2, Carol Finke
2 Connie Schraidk
= Debhie Boeckman (Administratar)
S, Denise Becker
e [
Description af changes:
L added link ta EPA pdf| =]
Drraft Cansole 0 N 5 F
—— «l [
wHow Do L.,
W Motify recipients through e-mail
b Get started Ik
Cat
b Add a page to my website Help | Send | Cancel | ha
b Add cortert to & web page fl
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For publishers, there is also another option of sending a file for review to someone who does not have
Contribute. Click on Send for Review then select Send e-mail with a link to a preview of the draft.
For those that are writers and do not have publish access, you can perform a Preview (F12) of the draft
file then highlight the URL in the Address bar and send that URL through e-mail to staff or stakeholders.
Once the draft file has been published the preview-draft will be deleted automatically.

Feel free to call anyone of the Web section staff for assistance. They are Debbie Boeckman, Tricia
Helton, Connie Schmidt, Paul Schelich and Laura Teasley.
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Publish as New Page

User receives document for review and publish. The directory or name of the draft document is not the
directory or the name of the published document and will need to be changed

Select the document and select Edit Draft from the menu.

RI=TEY
File Edit View Bookmarks Insert Format Table Help

[ wrages ] [3;9 Publish | ;72 Send for Review | [37 Edk Ot | 3 Delet= DraFt]
0 Browser: Start Page oy
AR publish new test Divisions and Programs j Home Page  Site Directory  Help =

Missouri Department of
J) Natural Resources
Fublic M state P E ite i state - - | |

Publish as new page

Mow is the time for all good men to come to the aid of their country.

Drraft Console O

wHowDo ...

b Get started
¥ Add 3 page to my website

b Administer a website

Sent to: Paul Schelich «Description not available>
Fron: Paul Schelich
Date: 5/26/2006 3:27 4M

Draft Histary

@ Macromedia Contribute - [publish new test (publishnewtest.htm) (XHTMLY]

File Edit View Bookmarks Insert Format Table Help

New Page... Ctrl+N For Later | $€ Cancel | 5 _Link [2]_Image [F] Table o TebleRow (| Table Colunn | EL7] Page Properties
Open... Ctri+O B/ |[S=E=Es|==e22 Az
Close Draft Crl+vy etting template properties.
| Actions R Ctri+E ooy
Send for Review... Ctrl+Shift+S AP S,
S Ctrl+8 —
5::: " ' Publish Ctrl+Shift+P
Save for Later Ctri+Shift+L Publish as New Page
Cancel Draft B o A
Publish Eile from My Computer... Undo Send
Send File from My Computer... Edit Page Source in External Application Ctrl+Shift+E
Preview in Browser F12 Roll Back to Previous Version...
Export... Delete Page
Page Setup... Delete Draft

Print... Ctri+P :

From the menu bar select File - Actions - Publish as New Page...
If the document is not in Edit Page mode, this selection will be grayed out.
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Publish As New Page

IF Please enter a filename for this new page. The filenarme will become part of
1 the page's web address on your website,

Page title: | SRR

Filenamme: I publishnewtest, htm [ﬂ Choose Folder .. |

X

Web address: http:f fasns, dnr, mo, govpublishnewkest, bkm

Help | | Publish I Cancel |

Next select Choose Folder... to select folder to publish the document in.

Choose Folder

Look in: IE esp j @ E 57 Preview

agm =
cas

docs

images

g
ap-hid-requests.htm
contact-info.htm
contrackors, hkm
cosk-recovery. htm
esp-eer,htm
esp-wgr.htrm
field-services, htm
homeland-security, htm
indez. bkl

meerts,hkm

meth-special-proiects.Ihtm _ILI
3

=Na Previews=

) () [ C ) O, 3 £ o) (7 (Y (C° (7

Y

Folder: http: f fuaeae, dnr . mo.gow/enyfesp)f

Cancel

Help | Select "esp" A | CIEen I
A
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Publish As Mew Page

{ "= Please enter a filename for this new page. The filename will become part of
\!l) the page's web address on yaur website,

Page title: | publish new test

Filenarne: I renamefile. htm :‘) Choose Folder. ..

Web address: bktp: fivaeny, dnr, o, gowenyfesp)renamefile, btm

Help | | Publish é ! Cancel

Rename the file. We recommend short file names without spaces, periods or underscores. We prefer
hyphens, such as new-file.htm. Once you have renamed the file select Publish.

Notes

Selecting Publish from the main screen will not allow selection of folder location or filename. It will
publish the document as sent, with the folder and filename of the draft. The Edit Draft and File -
Actions - Publish as New Page... must be used to have folder location and rename options.

If a file with the name already exists in the selected directory, the file will be overwritten.

If a file with the same name exists in a different folder and the new folder is selected, both files will be on
the server in the different folders. Any links to the new file will need to be verified if a folder is changed.
Saving files to different folder will not update links.

We have a list of department Web maintainers and their Web reviewers on our Intranet at
http://intranet.dnr.state.mo.us/computers/web-maintainers.doc. We also have a list of DEQ Web content
contacts on the Intranet at http://intranet.dnr.state.mo.us/alpd/webresources/program_contacts.htm.

For your convenience we are also including where DEQ has a list of their Web tips and tricks at
http://intranet.dnr.state.mo.us/alpd/webresources/web _tips_tricks.htm.
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